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L KTT ER OK TRANSMITTAL. 

4 - 

RKI'AltTMKNT ok tiik Intkkioh, 

, Hl-hkai’ ok EDUCATION, 

Waxhhujio}} ) Ju-bruanj 3, 1912 . 

Sui: The host interests of education demand that there, should be 
adequate and uniform methods and forms of collecting and recording 
statistics of schools of all kinds in all the States, cities, and rural dis- 
tricts .of the Union. The work of collecting, compiling, and inter- 
preting statistics in the Bureau of Education "would be greatly helped 
by this. This bureau,\therefore, welcomes the fnterest in this work 
which has developed iiv recent years among school oflicefs throughout 
the country and which has caused the department of superintendence 
of the National Education Association to appoint a committee on uni- 
form records and reports. Lie Commissioner of Education and the 
Chief of the Division of School Administration oCjt-he bureau have 
cooperated with this committee at its request, and the bureau has lent 
it all -possible* aid and assistance. The report «f this committee on 
uniform records and reports contains many recommendations and sug- 
gestions regarding forms and the method of using them, which will be 
of great benefit to 'the schools in all p^rts of the country. I there- 
fore, recon i inend that it be published as a bulletin of the Bureau of 
Education. 

Very respectfully, * 1*. P. Claxton, 

jUoNt hnwionev. 

The Skc uktauy ok tiii; Intkkiok. 
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REPORT OF THE COMMITTEE ON UNIF6RM 
RECORDS AND 'REPORTS. 


To the Department of Superintendence of the National Education Aseociatfon: 

Your committee on uniform records and reports has, Bince the last 
meeting of the department, continued its work along the lines indi- 
cated in the preliminary report submitted at that meeting. - That 
progress has been made is indicated by statistics wliich were gathered 
by the United States Bureau of Educatiqn showing that 216 'cities 
are now using the cumulatiye record card, and that 418 cities are 
able to report their fiscal statistics on "the form which was recom- 
mended by this committeo in cooperation with the United States 
Bureau of Education, the Census Office, and the Association of School 
Accounting Oilicers. We believe that the work which has been begun 
by our committee should be continued by a permanent committee 
whose duty it should be to .suggest from time to. time such improve- 
ments in records and reports as may be determined by their study of 
the situation. ' 

The repoxt which follows is divided into the following sections: 
(ljnecords and reports for State school systems; (2) records and 
'reports for city school systems; (3) pupil records with special refer- 
ence to the cumulative record card; and (4) the report of fiscal sta- 
tistics. Accompanying this discussion there are presented as sepa- 
rate documents, the cumulative record card recommended by the 
committee; the form for reporting fiscal statistics, wliich yaa pre- 
pared ih conference with the Bureau of Education, the Censu^Office, 
and thd Association of School Accounting Officers, and whloh is now 
furnished th-citres by "the bureau of Education; and the form for a 
teacher's register. 1 . 

i STATE REPORTS. 

« 

In dealing with that section of its work which relates to State 
accounting and reports the committee appreciates fully that the legis- 
, lation of the various States lias a most important bearing on the prac- 
ticability of uniformity in matters of detail. On some points this 
legislation has to do with matters of fundamental ooncem to the 
States, and modification of it is extremely unlikely. Such for exam- 
ple are statutes dealing with the distribution of State school funds. 
Surfh funds are secured in a considerable variety of ways, and tliia dis- 
tribution is arranged on various bases satisfactory to the legislatures 
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of tile different States. While there will doubtless bo an increasing 
recognition of the basic principles that should govern such distribu- 
tion and this .recognition will lead to a certain degree of uniformity in 
the bases of distribution selected, it is hardly conceivable that local 
consitlertrtions will hot continue to govern largely such plans. .Recog- 
nizing this and offer differences, it is dear that the statistics of the 
States must in a considerable measure conform to definitions, terms, 
and methods that comply with local statutes and con<iitioff£ 

The committee does not regard it as essential to the purposes of this * 
report, to deal, beyond this- -explanatory reference, with these necessary 
points of difference. The following recommendations it hopes will 
prove a constructive' contribution to the part that may be taken by 
the State departments in securing reasonable uniformity in reporting 
and in attaining a more efficient publicity through official reports. ' 

The forms to be employed by States in gathering statistics should be 
similar rn general form ant urrangemmt to those used bg the Rational 
Bureau.— The committee recognizes that an important stop toward 
uniformity in reporting will ho to present to the various reporting 
officers of the country statistical forms as nearly as 'practicable, uni- 
form in terms, definitions, ami nrmngcmrtit. 

If it could* R) made possible for the local officer to report l*oth to 
the Stuto and to the National bureau on practically the same basis, * 
distinct gains both in accuracy and in uniformity ‘would accrue. 

, The committee recpgnizos the great desirability of an arrange-, 
merit whereby the statistics of the Bureau of Education as relilting 
to units within' the several States might be gathered through the 
various State departments of education. Sueh a plan would obviate 
the necessity of u second reporting by local ol licet s, while it' would 
(Joubtless increaso the means at the disposal of the Bureau of Edu- 
cation for securing statistics from- the local uhits. This plan of' 

’ reporting to the Bureau of Education through the State offices the 
committee recommends foi^ndoption as early as, practicable. It 
sees no reason why it may no^ bo adopted by those States that aro 
in position to make such cooperative arrangements, even though all * 
State departments may not be able to make them at once. 

In the meantime itfrepoats the Recommendation of its preliminary 
report, to the effect Unit Slate departments in securing statistics 
from units 'Within the States conform so. far as ygssible to the forms 
- employed by the Bureau of Education, supplementing tho points 
covered therein *with those required for local u$o. These forirfe, it 
will be noted, may be issued both in tho^long” and tjio short” 
forms ^or use, respectively, with larger municipalities 'and with • 
smaller school systems. Thcse*forms, issuod by tfifc Burenu^Edu- r 
catiommd approved in conference witlvtliis committee, ate submitted, 
herewith lind made a part of -this report. 
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Essential point s not now reported by all the Stales should by agreement 
come under universal reporting. — A careful inspection both of National • 
and State reports shows that there are various fundamental points 
of information relative to school^ that are reported by a majority of 
the States but are not reported by all of them. The committee 
believes that tho basis adopted bv the Bureau of Education for all 
leading items is at once conservative and reasonably comprehensive^ 
and that it should be adopted by all tho States. 

In its preliminary report tho committee called attention to various 
titems regarded as fundamental by a* majority of the States v but not 
reported by all of them. In order to collect ligures bn some of these 
points, as, for example, the school census (not taken by 3 Statos),* # 
enumeration by sex (omitted by 13 States), school enrollment (only 
partially taken by 1 ‘2^ States), wages of teachers (fcat returned for 
the sexes separately), and private schools (not fully reported it 
may bo necessary to socure additional legislative authority. * The 
fact that so large a majority of the States have found it desirable to 
secure these statistics is suilicient evidence of tl^ir'general interest 
and value. » 

.. Educational reports should be made for the year ending June SO , — 
There appears to be ^considerable variety in the terms for 'which 
reports are made. The committee recommends that all school sys- 
tems, including State systems, make their reports on all educational 
items for the year ending Juno 30. It does^not appear to the com- 
mittee that such reports for this period are necessarily inconsistent . 
with a plan of making financial” reports for a fiscal year tornhnating 
on another date. 

The scope of the State report should be coextensive with all educatiojial - 
interests of the State . — The committee believes that the educational 
report of each State should boar the same relation, but more in detail, 
to the State and its educational activities that the National report* 
bears t6 The entire country, # • 

A reviow*of' Stato school reports reveals-a wide variety of practice 
in the^scojKi of investigation conducted by State departments. Some 
'of these reports cover only the essential points of public^school con- 
duct required by law to be' returned to the State offices, while others 
aim to report with reasonable fullness all the educational activities 
of the State.' *' ’ ^ 

With regard to- the dJfhtent of State reports the committee com- 
mends to the favorable consideration of State ofTicets-4he proposi- t 
tion that each Stato report shall be a compendium of all tlie % educa- * 
tional activities of the Stato for which it is made. As t a supplement" 
to tins proposition, the committee mehtfms the following suggestive ' 
outline^ 1 — 

1. A review of educational progress of othsfr States, mth particular 
bearing upon forward movements within the State. ■. 

1 R&] t 0° 12 2 . .1 --l ifc.' ■■ Lr* . ■i - rai .1.~ ; rV ? .fit, lit'.; 
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2. Detailed statistics of all public schools under local manage- 
ment — a, elementary; ,6, secondary; c, normal; d t collegiate; e] city 
^institutional; /, for special pupils; g t vocational; h, extensional. 

3. Summaries of the foregoing. 

4. Public schools under direct State management — a t elementary;- 
b, secondary; c, normal; d } collegiate; e } technical .or vocational; 

l/, professional; g, schools for delinquents; h, schools for defectives; 
t, special. 

5. Summaries of the foregoing. 

6. Schools under private management — a, elementary; 6, sec- 
ondary; c, collegiate; d, vocational; e, professional; /*, schools for* 
delinquents; g, schools for defectives; h, special. 

7. Summaries of the foregoing. 

8. Special investigations — 

(a) Investigations dealing with special problems, such as school 
mortality, nonpromotion, etc., are most efficiently conducted through 
local school systems. The fruits of such investigations shoikl, how- 
ever, through the medium of the State report be made available to , 
all the people of the State. 

(b) State- wide investigations dealing with forward movements 
affecting a large number of communities, such as school consolida- 
tion, conveyance, secondary school distribution, rural progress, etc., 
should be made directly by State offices. 

Special reports dr bulletins should be issued dt intervals . — The com- 
mittee strongly recommends the issuing by the States of bulletins or 
special reports dealing with particular issues at times separate from 
that of the publication Qf the comprehensive State report. Such 
separate reports may.be made timely to the discussion of these special 
issues and hence may be made more effective in promoting a public 
understanding of them. 

The use of charts , diagrams , and illustrations should be considerably 
increased.— The committee recommends that the State reports, in 
common with city reports, make larger use of charts, diagrams, and 
illustrations for the purpose of presenting with greater force matters 
of special and timelyynterest. While these are in the nature of devices 
and £s such are rarely applicable to the same set of statistics each 
year, yet they undoubtedly make an appeal to the interest of any sub- 
ject that a verbalDr tabular statement f ails inflect, with a resultant 
better understanding of it, ' 

Comparative tables should be arranged covering intervals' of several 
years andUsertain phases of school activity should be reported for longer 
period.— The committee believes that both State and city reports 
should make comparative tables showing stfiitistics •►covering intpr- 
T&le of. 5 or 10 years, . Such tables should appear on many items 
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that are annually reported. The work of gathering statistics would, 
however, be considerably simplified if statistics on various phases of 
educational progresffshould be gathered at decennial periods, and the 
corrihnttee is of the opinion that t he purpose for ^vhich these statistics 
are gathered would be fully met by such occasional reporting. The 
United Staley Bureau of Education should become the source of sug- 
gestions as to what information shall be collected for c^her than 
annual periods. 

Interpretation of statutHcs is necessary , — As in the case of city 
reports, the State report niust discharge as fully as possible its chief 
function as an agent of publicity. The merely formal presentation 
of figures or tables is only a step toward publicity. The reporting 
officer should bring his school experienc.o and his larger outlook over 
the educational field to the aid of the public through an adequate 
interpretation of the statistics presented'. Such interpretations should 
in part, be made in thcjeports themselves, closelyconneCted with tables 
and their summaries. They will have particular value, however, when 
presented at opportune times through special bulletins, exhibits, and 
the public press. The committee recommends a largely increased 
Attention to that phase of educational reporting that aims to make 
statistics intelligible to the largest possible constituency. 


St TBTMAR Y OF RECOMMENDATIONS lA&ATING TO STATE REPORTS. 


A. That the State departments adopt forms for receiving statistics 
from the units within the States similar, as far as practicable, in 
arrangement to those used by the Bureau of Education. 

B. That all the State departments in gathering information adopt 
as a basis the items accepted by. the practice of a majority 6f States 
and ©f the Bureau of Education. 

C. That educational * statistics bo re ported for the yoar ending 
June 30. 

D. That oach State report be made the clearing liJuso of informa- 
tion of all educational institutions and activities within tho State. 

Ill Th&t the State report give publicity to any local investigations 
“•whose findings would have gonqral interest and that it include the 
findings of Stato-wido investigations covering matters of Statewide 
application. 

*F. That special bulletins or reports be issued at opportune times. 

G. That tables bo arraugod to show comparisons covering a range 
% of yoars and that certain phases of educational activity be reported 

at decennial or other periods. 

H. That largea^attention be paid to the interpretation of statistics. 

; m , 

- ' • & . . * : 
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CITY SCHOOL REPORTS. 

The need for the gathering of^darta showing actual conditions in the 
schools is obvious. If the school is to be scientifically managed, and 

* its effectiveness definitely measured by fixed tests, eliminating mere 
personal 'bias and unsupported opinion, facts must, be collected and 

^employed as a guide to administration. 

For convenience, an outline showing the organization of the school 
system, together with the date of introduction of various kinds of 
activities, such as evening schools, summer schools, manual training, 
etc., should constitute part of a school report. The following outline 
suggests merely one form in which this may be expressed: 

* Outline Form of City School Report. 


Outline of school 
system 


3. Elementary school. 


(b) Special ele- 
mentary 
schools. 




1. Normal school (organized 18—). 

(a) Academic high schools (first organized 

18—). 

2. High school J(b) Technical high school (opened* Oct., 

19-). 

(c) High school of commerce (opened Oct., 
1^— ). 

(a) Regular elementary schools (organized 
18 — ). 

(1) Boys' school (opened 
18—). 

(2) School for deaf (estab- 
lished 18 — ). 

(3) Schools of individual 
instruction (defec- 
tives) (opened 18 — ). 

(4) Backward schools (or- 
ganized 19 — ). 

(5) School for cripples 
(opened 19—). 

(6) School for blind 
(opened 19 — ). 

(7) Elementary industrial 
school (organized 
19— >. 

4. Kindergarten (opened — ). 

Evening olementary schools (opened 
18 — ). 

.(b) Evening high schools (opened 19—). * 

(a) Summer hign school (opened 19—). 

(b) Summer grammar schools (opened 

19—)* 

(c) Summer primary schools (opened 18— ). 

(d) Summer manual training school (opened 
19—). 

(e) Summet boys' school (opened 19—). , 

(f) {Summer kindergartens (opened 19—). 

(g) Summer playgrounds (opened 19—). 
Etc., etc. 


6. Evening school . . . 


6. Summer school. 
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TEACHERS’ SALARY TABLE. 

Obviously, th ^ question of salaries is important. For purposes of 
comparison, it is desirable to gather data showing the number of 
teachers at the various salary units indicated in flic following table: 


Number of elementary -school teachers with 
\ salaries— 


Number of bigh-school teachers with salaries— 


Below 1350 1 j Relow $500. 


500.. 

550.. 
GOO.. 


$350 to $400.. 
400 to 450.. 
450 to 
600 to 
550 to 
600 to 
650 to 
700 to 
750 to 
800 to 
850 to 
900 to 


500 to 000... 

COO to 700... 

700 to 800. .. 

aioto 900... 

900 to 1,000... 


650 1,000 to 1,100.. 

700 - i 1.100 to 1,200 

750 ' 'I 1,200 tol,300 

800 ! | 1,300 to 1, 400 

850 1 ! 1,400 t0l.5<»..... 

900 i 0 1,500 to 1, 000 

950 ■; i 1,000 to 1,700 

960 to 1,000 * 1 | 1 . 700 to 1 , 800 

1,000 to 1,050 i 1.800 to 1, 900 

1,060 to 1,100 ! 1.000 to 2. 000 

1, 100 to 1, 150 2, 000 and abo«e. . 

1,150 to 1,200 T ;* 

1, 200 and above ; 


The following form of table is used to show the per cent of teachers 
for the various periods of service: 


Percent of elementary teachers tor the period— 


Per 

cent. 


Under 5 yoars 

5 to 9 years 

10 to 14 years 

15 to 19 years 

20 to 24 years.*. . . . 

25 to 29 years 

30 years'and above. 


Ter oent of hlgh-school teachers for the period - 


Per 

cant. 


Under 5 years 

5 to 9 years 

10 to 14 yoars 

15 to 19 years 

30 to 24 yean 

25 to 29 yean 

30 years and above. . 


^ UNITS OP COST. 

| Increasing interest centers iu cost. It is important that the per 
^capita cost of instruction, on the one hand, and of equipment and 
supplies, on the other, should be shown not only city wide, but alsc^ 
per building. The per capita cost for each subject in the high school, 
for example, chemistry, physics, manual training, etc., should be 
«hown for each building, and also city wide* Moreover, for purposos 
of comparison, these tables 6f cost should cover a period of 5'or even 
10 years* Not only does economy in educational sypp^fes <£nd educa- 
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- tion&l equipment follow such exhibit of tables of cost, but it leads to c # 
unification and standardization of educational equipment in the van* 
ous buildings in a school district. Tables similar to the following will 
be found helpful: 

r . 

Per Capita Cost of Instruction. 

Table I.— Shounng cost of instruction in the regular daf elementary schools , for the years 
1903-1911 , the enrollment , the per capita cost of instruction , the increase and the per cent 
of increase in per capita cost of each year over the preceding , also the per cent of increase 
tn per capita cost since 1903. 


Y&ra. 

% 

Cost of in- 
struction In 
regular 
y day eie- 
'mentary 
schools. 

Enrollment 
in regular 
day ele- 
mentary 
, schools, 
or average 
daily at- 
tendance, 
or both. 

Per capita 
ooat of in- 
struction 
in regular 
day ele- 
mentary 
school. 

Increase In 

per capita 

OOilOYHT 

P T?J ,a * preceding 
• year. _ 

i < 

Per cent of 
increase in 
per capita 
cost since 
1903. 

L; 

1903-3 


1 

1903-4 






1904-6. 



— 


1906-6 





1906-7 







i 



1909-9 


i::::;:;:;::; 



1909-10 





1910-11 





1911-12 


! 





1 

i . i 



r\ 


1 



X 



t 








bt 


* 
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Table Ill.-j-S/kn/rirwj cost of instmction , enrollment, and per capita cost 6j iTwfrucfion 
in each type of school in the city of , for the year . 


Normal *r 

High schools 

Acadomic high school... 

Tochiiical high sclwol 

High school of comment' 

riomen tarj» schools... v 

Regular elementary. 

. Special elementary 

Hoc Invar d school 

School for blind 

Boys’ school 

School for cripples 

School for doaf. 

Elementary industrial. . 

Spec ml schools 

Kindergarten 

Evening schools. v 

Evening high schools 

Evening elementary schools 

Hummer schools 

v Summer high schools 

Summer elementary sellouts 

Grammar school 

I’rtmary school 

Manual tminmg school. 

Boys’ school 

Kindergarten 

Playgrounds 


t ost of in- 
struct ion. 


Enrollment; p ju 
i ! cost oTin 


The following table is a type by which may be shown various 
statistical items of interest and value covering a period of years: 

Table IV . — Showing enrollment in the regular day elementary school , for the year#-. 
- 3905-12, the. number of teachers in the regular day elementary scltool , number of 
pupils per teacher, the decrease in number pupils ver teacher over preceding year, and 
the per cent of decrease in number of pupils per teacher since 190$. 


* 

1 

Enrollment 
regular day 
elementary 
school. 1 

regular da> rogular day 

"*XS" elementary 

s choo!. school. i 

i 

Decrease ovor K 

fJ^te/^iPerccntord^ 

in n “* pU * ! crease in num* 

tnachSTn bcr pupUs per 

mpUafclay ! 
elementary i A 

school. 

1002-3 

u ! 

1002-4 ^ 




1904-6 



■ I 

laos-fl 




1000-7. 



1 

l'J07-fi 




1 

; 

1008-0 


i 


i ofta- in • 

1 

a*;...-..] 

1010-1 1 



1011-12 




•■'i 



1 Exclusive of transfers and the enrollment of all special school*. 
36019°— 12 3 
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TaW* V .— Sowing the enrollment in the regular* day elementary schools for the yean 
1903-1922, the number of regular teachers in the regular day elementary schools , the 
^verage number pupils per regular teacher , the decrease in number of pupils over the pre- 
ceding year , also the per cent of decrease in number of pupils per regular teacher since 1905 . 


Knrollment 
- regular day 
\ elementary 
, , schools. 

Number regular: 
teachers regular 
day elementary 
schools. 

| Number pupils, ~ . 

per regular 1 D^'rcasu in 
tearher regular I , ' , J >lls 

dayelomentary pnr regular 
achoola. | V-acber. 

Per cent of 
docreaso in 
nurnljer pupils 
per regular 
teacher since 
1903. 

190W 




190T-4 



1904-5 




1005-0 

' 



1906-7 

• i 


1907-8 ’. 

1808-9 i 

1909-10 

, i 



1910- 11 1’.'." 

1911- 12 


Table VI. Showing enrollment in Iatin, English, algebra, etc., the number dropping 
" out and failing in each high-school class. 



Number 
enrolled in 
the study. 

N umber 
dro niiing 
stuHv. 

Nmnl*er 
rtm mining. 

Failures of 
nmnlier 
remaining 
to end of 
year. 

1 

Total failing 
on<ji drop- 
ping stud}’. 

IVr cent of 
ffliltim.s of 
tho*' re- 
maming ta 
cittijoJ year. 

I’er cent of 
totnl fail- 
ures and 
dropping 
study. 

I. Latin 

II. Latin ...... 

in. Latin 

IV. Utin 





r ! 





! 


* i 


I. English .. 
n, English.. . . 

TTI Rnrlifth 




Bill EiUAlOU 

IV. Ktiffliaiv. .... 


Algebra 

1 : ; 


Etc 

* 
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ANNUAL REPORT OF THE SUPERINTENDENT OF SCHOOLS. 

Every report should contain a. table of contents, showing not only 
the general headings treated in the report, but also the subheads. 
Such roports should also contain a carefully prepared index. These 
two items make usable the school report and are, important factors 
in its make-up, _* * 

Every annual report of a 'Ctty^perintendcnt should a}so contain 
tables showing enrollment, distribution of enrollment, withdrawals, 
distribution of withdrawals, nonpromotions, distribution of nonpro- 
notions, etc> Information upon whioh those figures may bo compiled 
should bo gathered on forms similar to thpse which are named imme- 
diately below by title jand which are printed on the pages following 
with the exceptioh of aU but on y e of those ?brms which pertain to high 
schools. As the high-school forms are similar in all essential respects 
those ieT the elementary schools/ it has not seemed necessary to 
print them. These same forms may also be used in the superintend- 
ent's annual report lor the presentation of statistics upon these same 

* 
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ELEMENTARY SCHOOLS. 

\ Principal’s Term Report. 

A. Enrollment, protiantions, nonproinotions, by grades 

B. Distribution of enrollment by ages' and grades. 

C. Distribution of withdrawals by ages and causes. 

D. Distribution of attendance. 

E. Graduates by years in schools. 

F. Nonpromotions by grades and causes. 

G. Failures, by studies and grades. 

II. Distribution of leavings and withdrawals by ages and grades. 

I. Ages of graduates. . ? 

J. Enrollment ami attendance. 

K. Distribution of whole-time teachers. 


Teacher’s Term Report. 

L. Enrollment by divisions. 

M. Xonpromotions by grades and causes. 

N\ Failures by studies and grade?. 

O, Enrollment and attendance. 

P, Distribution of enrollment by ages, 

Q, Distribution of withdrawals by ages and causes. 
R*J Distribution of leaving* by ages. 

S. Beginners by training. 

T. Beginners by ages. 

HIGH SCHOOLS. 


I 


♦ Principal’s Term Report, 

AA. Enrollment and ai tendance. 

BB. 'Distribution of enrollment by agon and classes,- 


CO, Source of new pupils. 

I)D. Ages of hew pupils, , 

EE. Distribution of Inn vi nits and withdrawals by ages and rlassos. 

FF. Ages of graduates, 

GG. Distribution of enrollment, mimlier leaving, withdrawata^hy classes and 
terms, j 

H1I. Distribution of enrollment, number leaving, withdrawals, by courses and 
classes. » * 

II. Distribution of withdrawals by classes, ago*, causes. • 

JJ. G radu afes by year in school. 

KK, Distribution of teachers, 

LL, Enrollment in studies and failures in each. 

Teacher's Term Report. * 


MM. \ •mmllrnont and attendance. 

NN. Distribution of enrollment by ages ami classes. 

00. Source of new pupils. ^ 

PP, Ages of new pupils. » 

QQ Distribution of enrollment, number leaving, withdrawal, by clashes and 
terms, • 

RH, Distribution of enrollment, number leaving, withdrawal*, by courses and 
classes, 

SS. Distribution of withdrawals. . . 

TT. Distribution of leavinggpnd withdrawals, by ages and classes. 

UU. Age of graduates. . r . ’,*V. 

y\. Graduates by yean in school. ' * 
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PUBLIC ELEMENTARY SCHOOLS. 

REPORT OF THE SCHOOL, FOR THE TERM ENDING 

4 191 “* 

ENROLLMENT, PROMOTIONS, NONPROMOTIONS, BY GRADES. 

All per cents will 1 >e figured tit utlicc nf sujxirinlrudunt. 



Tut ill atl 
(Trades. 


T. H. T. II. 


Enrollment for term 

In division first time 

Previously tn<ltvisiun 

Leaving ; V 

Withdrawals 

Enrollment at dato tins report. 

Per oent enrollment at date on . 

enrollment for term 

Promotions: Ooo division only 

Per cent on enrollment at 

date 

Per oent on enrollment for 

term 

Promotions: Two divisions 

*' Per cent un enrollment at 

date 1 

Per cent on enrollment for , 
term 


I 


C. I T. 
I 


I I 


I i 


!■■ i 


I l 


From In division first time | 

< 


Fromjirevioyslv in division i 

1 i 


Per cent nonpromotions un en* ■ 1 1 

rollment at date 1 

i i i 

! .1.1 

Per cent nonpremolions uu en- , 

rollment for term 

i 

1 . 1. !. 


i 



.A 


4 


f 




♦ . 
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I 




♦dire age Septei 




CITY SCnOOL REPORTS, 


28 


i 


DISTRIBUTION OF 


ATTENDANCE . 


Time. Hoys. Girls. 

Attending entire term 

* Per cent 

Totid. of whole 

^ number. 

K , 

A [tending at least -r • ^ i 

sn davs . .. 1 


70 days ■ 


no da vs 


SO davs ' 


40 days 


.10 davs 


20 data : . 



Id days 

Attending less tlmn 10 days i 

Total (equal enrollment for term) 


i 


GRADUATES, YEARS IN SCHOOLS.* ' 


s Hoys. Girls. Total. 

" r 


t Takfng six years 

STx and one-third 

Six and two-thirds 

Taking seven years 

Seven and rne-lhird . . . 

' Seven and two-thirds. . . 

Takingeight years 

Eight ami one-third 

Eight and two-thirds . . . 

Taking nine years 

Nine and a no-third. . . 
Nine and two-thinls . . 

Taking ten years 


Totals 


I 





r 


24 ' REPORT ON UNIFORM ■RECORDS AND REPORTS. 

NONPROMOTIONS , BY GRADES AND CAUSES. 


Frs-rr Grade . 1 


B. 

A. 

Total.. . 

C 

B. 


Second Grape. 


Total.. 


Third Grade. 


Total.. 


Grand total 

* 

Faroent of total due each cause - 


Boys. 

Girls.. 

Total . 

Boys. 

Girls. 

Total. 

Boys. 

Girls.. 

Total. 

Bovs. 

Girls... 

Total 


Bo)'S. . 

Girls 

Total.. 

Boys . 

Girls... 

Total.. 

Boys: . 

Girls... 

Total.. 

Boys. . 

Girls... 

Total.. 

Boys. . 
Girls... 
Total . . 
Boys. 
Girls... 
Total.. 
Boys. . 
Girls...! 
Total..; 
Boys. . 
Girls... 
Total . . 


irrepular 

attend* 


Physical Personal 
defects. illness. 


Incapac- 
ity (men- 
ial ). 




Boys. . 
Girls. . 
Total.. 


--•I- 


Indi.Ter- 

cniv. 


1 Same form used for praties fourth loeiphth. 
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FAILURES, BY STUDIES AND GRADES. 



Heading, j Spelling. * ^ j 

Arilh* 

molic. 

■ i 

Ills ton - . ' 

Geop* 

raphy. 

1 I R3T GraDF 1 

Bovs. . J 


. 



r. ... 

Girls...- 





11 

Total. 


Bovs. .! 


Girls. ..] 






Total . . 




Bovs. . 

! 

1 A ■ 

Girls... 


Total. . 

1 i 

'Boys. . 

* i i i 

1 

, Total 

GirB.J 

[Total.. 

Bovs. . 



' 1 

I 

SflniNT Lradf. 

c . 

11 

^ A 

,/ 


i 


Girls. .. 

/.. 

l . 

Total. . 

/ 

j ... ; i 

Boys. . 
Girls... 

. • * ■ •!••• 


j::;;:;;:;; 

Total. 




Bovs.. 1 .* 

Girls...) . . 

i 

4 

Dotal. .1. . . .- ■ 



Bovs..: 


Total 

Girls. .. 


* 




Total. 





Third gradf. 


' i ! 


_ 

i 


f Bovs. . 





f C < 

G iris . \ . . 


Total 


Bovs.. 





1 D J 

Girls ... 

V 





Total. : 


Bovs. . 


, 



A • < 

Girls. . . 


• 




J'olal. . 






Bovs. . 





Total 

GirK. . 






Total 






Bovs 

Grand total 

Girls... 



m 



Total.. 


j 










— • Ter oont failures on enrollment 

for term 



* Same form used for prudes fourih to eiptiih. 
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AQEq OF GRADUATES . 1 


, 11 

a — ■ 

i 

12 -13 . H 15 16 ^7 18 | Total. 


* 

* „ „ 


Total . . 

: 


* ' : ■ 1 


1 Give ago at last birthday. 

A- 

ENROLLMENT AND ATTENDANCE. 


Hoys* 


Average monthly enrollment . 
Average daily attendance .... 


* PUBLIC ELEMENTARY SCHOOLS. 

TEACHER’S TERM REPORT. 


Term ending. 


building. 


/ 

.Kit. 


^1" 


. grade. 


Divisions. 
C. II. 

n. ; g. t. n. o. t. 


Total. 


! x e a 
T - S. :s !g 


Enrollment for term 

, In division'flrst time. 

Previously in division. . . 

Leaving •. 

Withdrawals 

Eftrollmeut at date of this report . 
Promotions: 

One division only 

Two divisions 

NonpromoCtons 

From In division first time. 
Previously in division 


NONPROMOTIONS, BY GRADES AND CAUSES. 


Mu)d ar ! |,h r i '- ai ' rpraon '* 1 in ?r ***«■ 

(mental). «“■ ' 


d 

Grape. 


3 


.....A. 


Total 

0 




Hoys. 

Girls...,. 

Total..).. 

Boys.U 

Girls 

Total.. . 
Dors..!. 
OlrUv.i. 
Total.:!. 

§8C± 

Total 


P«r cot total non promotions due each cause . 
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FAILURES, BY STUDIES AND GRADES. 


Read- Spell- Lou- Gram- Arith- ' His- Oeog- 

ing. j ing. guage. mar. j tory. raplfy. 


Grade. 

Boys. . 

Girls 

Total. . 
Boys . . 

B.~ Joins. . . 

Total ..I . 
Boys. . 

A..»~ Joins.. . 

Total.. 

, Bovs. . . 

Total .... jQlrls 

I Total . . 

Per cent failures on enrollment for term... ' . . 

J 


Average monthly enrollment. 




r 


’Average daily Attendance 


I 


DISTRIBUTION OF ENROLLMENT AT DATE OF THIS REPORT, 
, BY AGES . 1 


Boya 

•T T | 

1 

" 1 

Ages. 

8 9 10 11 12 n 14 15 16 IT 18 19 20 Total. 

Girl* - 



V* Total 


i 


1 This table to be filled in on May report only. 


f 
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DISTRIBUTION OF LEAVINGS, BY AGES. 


7 8 


10 , 11 I 12 13 


Ages. 

1*14 I 15 ! 16 17 1 18 ! 19 20 Total 


Boys.. 
Girts 


Total.. 


BEGINNERS 1 C DIVISION, BY TRAINING. 


Total number of beginners. . 

(a} Number having received kindergarten training 
(6) Number having received no kindergarten training . 

Promotions 

(o) Number having received kindergarten training. . .. 
(6) Number having received no kindergarten training. 
Nonpromotions.. 

(a) Number having received kindergarten training 

(b) Number having received no kindergarten training. 


I 


Boys. 


Girls. 


Total. 


BEGINNERS I C DIVISION, *BY AGES. 


5) up to 6.. . 
6 up to *4... 
04 up to 6}.. 
6| up to 7., 


7 up to 74 

74uptO<|.. 

7} up to 8 

8 up to 8| 

8J up to 9 

0 and above 


Total. 



Ages. 


I 


Boys*. 


Girls. 


Total. 
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HIQH SCHOOLS — ENROLLMENT IN STUDIES AND FAILURES IN EACH. 


I 


Studies (subjects running j 1 

more than one year indf- I Enrollment. L "^aten. 
cated D, C, U, A).» I 

i 

' B. G. ' T. It. G. 


First term. 1 


Dropping. Remaining. Failures. Ter cent 
. .. __ failures 
on num- 

n. G. T. B. G. T. B. G. T : *** ** 

. main Lnj. 


Latin 

D. Latiu.. 
C. Latin. 


* B. Latin 

A. Latin i.. 

Gnrman 

D. German ' 

t*. Gorman 

It. German .* 

A. German j 

French ”!. ] 

It. French '.'.Y.W 

A. French 

8panbh. 


B. Spanish. 
A. Spanish. 
Greek. 


C. Greek. 
B. Greek. 
A. Greek. 
History. . . 


American history and 

civics 

English history 

Ancient history 

Medieval and modern 

history 

Industrial history 

Art history (European) 
Art history ( American). 
Economies, commercial 
law, and local indus- 
tries ' 


4 - 


Other studies Included, hut not 1U <*d here, are English, maihenmties, science, drawing, manual train- 
iHfi lBdustnal art iv it tes. commercial aciivilies ph>-sieal training, and music: 

1 T^e same forms are used for the second ami third terms. 

qkniralTnfo^iation. 

.'page devoted to thus subject should be included in each cijy . 
report. The following subheads are recommended — 

1. The legal basis: * * 

(a) Independent district or city government; if latter, relation 
of education department to other departments of the municipal 
government, especially as to raising of money, erection of buildings, 
and appointment of members of board of education. 

(b) Method of voting and paying bonds. 

2 % Financial basis: 

(a) Limits of taxation and bonded indebtedness for school pur- 
poses. 

(b) .Assessed valuation of independent district or municipality. 

(c) What per cent of true valu&t^pn is the assessed valuation. 

(d) Present tax rates for schools. 

(«) Amount of bonded indebtedness for schools. 

(f) Amount of local school tax paid by owner of real estate Whosev 
true valuation is $5,000. , * * 
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(g) Per cent of total school moneys received from State, county, 
municipality, and scli^pl district. 

(h) Approximate per ccn\ o f, school moneys paid by busing 

corporations not owned principally by-HUtizcns, ns railroads and larg« 
industrial, mining, anil commercial enterprises. ' / 

d. (a) Population of city i;oinpared with population of four 

preceding censuses. 

(6) Number engaged in each principal class of occupation— agri- 
cultural, professional, domestic and personal, trade and transporta- 
tion, manufacturing anil mechanical, and also number engaged in each 
of the chief occupations that arc represented in the city under eaclt of 

these classes. J 
4, School census: 

(а) Public school enrollment. ^ 

(б) Private school enrollment. ■ 

(c) Average daily attendance based on number belonging. 

(d) Average daily attend ant e based on enrollment. 
i_e) Average daily attendance based on school census. 

Scope of system— number of dilfcrcnt kinds of sdhools, classes, 

. and activities. * - 

0. Organization of administration — relative* authority and duties 
of superintendent, assistant, superintendent, supervisors, principals, 

teachers. . 

y cent of teachers appointed from outside the citj . 




PUPIL RECORDS. 

The foundation of all statistics concerning pupils is established in : 

the records made by teachers in the schoolroom. Unless these 
records are expressed in common terms having a definite meaning 
the data gathered from theiniarc not comparable. School statistics y 

as at present compiled and compared are unreliable and of littlei 
value, and they will continue to be so until agreement can be reached 
not only as to- terms used and the definite meaning of .these terms, ^ 
but also, to some extent, os to the method of recording and arranging* 
the original data upon which school statistics are based. • , 

The first work of the committee on uniform statistics consisted of 
'a careful investigation of the subject §f school records, and this 
resulted in the submission of an .elementary school record system, 
through the cooperation of the United States Commissioner of 
Education,’ to school superintendents tliroughout the country. 
Although several forms . Were offered for the purpose of getting 
criticisms and suggestions and for the sake of illustrating the com- 
plete working.out of a/system of school records, chief emphasis was 
* Waid on the cumulative retfcnl card which was framed to serve as a 
permanent and progressive record of ^he pupil’s kindergarten"* and 
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el ementary school career. *The form recommended is given belpw. 
The card is 6 inches wide and 4 inches liigli. (Copies be obtained 
from the Bureau of Education. 


1 i 


& 


Jill 

?55* 

|« gs 

O &jZ 

Wr * 

fill 

S*2§ . 


~2*2 
jjZSS 
•s °ee 
1328=5 
b i&o| 

O o-- a, G* 

* o.c-5 ® 

3^a! 

MS o- ■ 

s§*j£ 

•2S' 2S i 

V 5 c o fc. 

§ 2 9! «.c 

H «!l 


(a) j 
School. 


(c) 


(d) (o) 


(b) | 

Date i j 

^nis^ j '^S® Sept. 1. Vlr^dfe. Room, 
sion. I 


>*ra. Mas . i 


(f) 

Days 

pres- 

ent. 


U) 


00 U) j 

Con- : Schol- ; 
duct, unship, i 




i 


! (over) 


(1) 1. Last 


n^pie. 


(2) First name and Initial ! Elementary School 

Record Bystem— 
i Admission, Dir* 
I charge, and Pro- 
motion Card. 


(3) Plane of birth 0) Date of birth . (5) Vaccinated, 

i 


(ft) Naihe of 
guardian. 


parent or [ (7) Occupation of 
j guardian. 


parent or 


To be kept for every 
pupil and sent with 
the pupil when he is 
transferred ffi miy 
achoel, either public 
or private, in the city 
or outside the city. 
Great care should be 
used to have the 
names complete and 
correct. 

ah datep as 
follows: 1912 - 0 - 25 . 


,F' . J — — 1 — 

, (**) Residence. (Use one column at a time. Give new resi- 
dence when pupil is transferred.) 

(9) Date of 
discharge. 
\ 

UO) Aga 

I 

* 

\ 

Yra. 

Mot. 






* 











When a pupil U permanently discharged to work, to remain at home, or because of 
death, permanent! lUness, or commitment to an Institution, this card is to be returned to 
the principal's office and a full statement of the cause of the pupil's discharge U to be 
mode in the blank space remaining above. . . 

^ ■ (over) 

! : — : • - * " ' • 


/ 
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After an examination of more than 500 replies- to that part of the 
commissioner's circular relating to a cumulative record card, the com- 
mittee finds as follows: 

I That lit ero is substantially unanimous assent U> the following general proposition 
A cumulative record card should be kept for every child throughout hm entire kindergarten 
and elementary school career. 

2. Thai suggestions made by correspondents have not shown a preponderance of 
opinion in favor of any specific inrteasc or decrease in cither the size nr contents of tlte 
card 

3. That in view of thoec conclusions the card submittal has been adopted as best 
representing the consensus <*f opinion on the v rnatter of a .cumulative record card, and 
the committee recommends the general use of this card or one in substantial agreement 
with it as to the essential’ facts needed for statistical data and school administration. 

The committee desires to call attention to the following suggestive 
list of uses to which 'the card may be put; 

1. Amountof attendance of individual pupil for one year. 

2. (Comparative rates of progress hi schools having seven-year, eight -year, or nine- 
year elementary courses. 

3. t'lassi ficat ion of pupils by age and grade (Note that a standard date for comput- 
ing ages is established viz., xSeptembor 1.) 

*4. Classification of pupils for enrollment data: 

(а) Duplicate enrollment in the school. . 

(б) From other public schools in town or city. 

(c) From other public schools in State. 

' (<f) Original enrollment from all other sources. 

6. Number of times child has been detained in a grade. 

6. Foreign birth as affecting progress. 

7. Kindergarten training as affecting progress. 

8. Attendance in other schools as affecting progress. 

9. Absence as.affecting progress. 

10. Numerous inquiries having to do with individual school management. 

Diverse opinions as to the necessity of certain itoms on the “admis- 
sion, discharge, and promotion card,” as, for example, item “Con- 
duct,” are not nocessarily barriors in the way of tho uniform use 
of the form of card recommended; for in any school system such 
an item may be omitted by direction of the superin tond’ent^or left 
optional with principals. The value of a -uniform card lies chiefly in 
three considerations : 

1. Universal adaptability (or use in whatever system of schools the pupil mayeuter. 

2. Decreased coet because of printing in large quantities. 

3. Establishment of common practices of record making and common terms for the 
expression of facta valuable for statistical investigation 

It is believed that any general record card rocommonded for 
universal adoption should not include a detailed statement of facts 
needed for an adequate study of individual cases of physically abnor- 
mal and retarded children. For such a purpose a-spccial form should 
be used providing for yearly records of defectiye eyesight, hearing, 
condition of tepth, and other physical characteristics, and for reoofds 
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concerning nutrition, environment, specific cases of illness, special r 
aptitudes, ajid such other facts as are likely to be desired. The exact 
form of such a card may well be left for future consideration.- 

The general cumulative record card and this supplementary card ^ 
will represent the minimum and maximum requirements of the indi- 
vidual cumulative record. 

Tho daily register or daily summary should show four groups of 
admitted pupils as follows: 

(а) Pupils previously enrolled during the year, including transfers, within the school 

or school district. (This item is thrown out in computing the number of different pupils 
enrolled during the year in a given school or district.) _ 

(б) Pupils previously enrolled during the year it f some other school or school district 

in the town or city. (This item is thrown out in computing the number of different 
pupils enrolled during the year in a given town or city.) • 

(c) Pupils previously enrolled during the year in othe^towns or cities in the State . 

(This item is thrown out in computing' the number of different pupils enrolled during 
the year in a given State.) 4 

(rf)* Pupils nof previously enrolled during the year in any town or city'in the State * 
(These are original enrollments included in all reports.) 

It is not useful to attempt a classification of discharged pupils into 
four groups corresponding exactly to the four groups of admitted 
pupils. Tho following classification is suggested as a desirable one: 

(а) Pupils temporarily discharged, and transferred within the school or school 
district. 

(б) Pupils transferred to any other school, public or private. (Graduatesseparately.) 

(c) Pupils permanently discharged to go to work. (Schooling discontinued before 
completion of ele men tary -school course.) 

(d) Pupils discharged for other reasons. (A relatively small number whose nrlfroling 
is discontinued before completion of elementary-schofel course for accidental reasons.) 

More important, at tho present time, than forms for recording 
attendance and enrollment data, is the securing of a cOmmon termi- ' 
nology for certain conditions of attendance and enrollment. The 
following definitions are submitted an- representative of the best 
practice: * ' 

1. Age and Grade Classification,-— For this purpose the age on the 1st day of 
September should be used. This is the age at which , approximately, the pupil enters upon 
the work of a new grade. There are good reasons for taking if in preference to. January 1, 
the day on which the work of the grade is partially completed, or July 1 , the approximate 
date On which the work of the t grade is finished. It is commonly used in school census 
enumerations , and is conveniently near the time at which a great majority of pupils enter 
school If once recorded on the “admission, discharge, and promotion card” & can be 
made a matter of record for each succeeding year uXth practically no effort and with little 
likelihood of error. 

2. Number Enrolled.— It is generally understood that this item means the number 
enrolled exclusive of duplication, in whatever school unit it is reported for . The way in 

\which this number may be ascertained is indicated under “Enrollment data” above. 

3. Number Belonging. — As toon as a pupil is known to have left the school without 

intentwn to return he ceases at once to belong and he is not thereof ter included tn the number # 

belonging. If absent under any other circumstances he is auried on the ro lls as “belonging," 

dnd marked absent for three consecutive days (or until he returns# Ms consecutive absence . 
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if lest thajx three days in duration). He is *' temporarily discharged” at the end of three 
congecutiix days of absence, and then ceases to “ belong ” until he returns to school and is 
" readmitted ” ' 

A period of three days is suggested as the limit of timeduriffl which pupils may be counted 
as “ belonging ” for the reason that it is believed to repr&ent the common practice in a 
majority of the States. m ** 

N. B . — ” Average number belonging” means the same as '* average membership .** The 
average number belonging is found by the same process as the average attendance. T" 

4. Averaob Attendance. — The average daily attendance during the school year 

{which is fhe average number of pupils actually present each day the sctepls were in session) 
may be computed as follows: ™ 

(а) For a single school: Add together the number of days each pupil was present d'Mng 
the year or the number of pupils present each day during the year , and divide the sum ( which 
if the 11 aggregate attendance in days”) by the number of such school days. 

(б) For a group.of schools having the same number of days in the year (os' the schools of 
most cities have): Divide the combined aggregate attendance in days of all the schools by the 
number of days in the school year. 

(c) For a system of schools fcartnp different lengths of school year (as, for instance , those 
of a county): Add together the average attendance of the component schools and grdups of 
the stjetCm as ascertained by the foregoing rules. For larger systems , as those of a Stale , 
the summing-up process is continued in the same way. 1 

Note. — In systems of schools wherc*monthly reports of attendance are catted for the gen - , 
oral principles of a, 6 ( and c ( above , apply toHhe finding of monthly averages . The sum of 
the monthly averages of attendance in the schools of most cities , divided by the number of 
months t is approximately the same as the average attendance for the year fohnd by the 
1 methods given above. , m 

5. Average Number ok Days in th^School Year. — In a school system having 
different lery/ths of school year in its variouS units (as tn c, a&ore), the average number of 
days in the school year is found by dividing the- combined ” aggregate attendance in days* 9 
of all schools of the system by the “ average attendance” as ascertained by the method 
given in c. 

6. Distributed Attendance.— Distributed attendance is the attendance of indivtjpal 

pupils distributed by groups according to the number of days they have attended school 
during the year. ) * 

A record of the number of days attended by each pupil during the year is provided for on 
Vie ” admission, discharge , and promotion card” and it is believed that such a record, if 
generally kept, will prove to be ofiqreat interest and value tn measuring school efficiency . 

FISCAL STATISTICS. 

In order to determine the cost of any particular part of our system 
of educ/ftion, it is necessary not^>nly to have adequate statistics 
concerning pupils and teachers, but also a report of fiscal statistics 
differentiated, not only wit,h*regard to the purpose for which money 
«is spent, but also with regard to the special types of schools which 
are found in a given city. The form of report recommended by the 
committee provides fdT such differentiation as will enable anyone to 
make adequate comparisons among the several cities of the United 
. States, and at the same time calls for a system of accounts which will 
make it possible to discover the cost of particular types of schools 
within the system itself. 
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The form which follows was agreed upon by a coiftnittee of repre- 
sent a tives^ from the United States Bureau of Education, the Census 
Office, tl^e Association of School Accounting Officers, arid the Com- 
mittee on Uniform Records and Reports of the Department of Superin- 
tendence, This schedule for reporting fiscal statistics is the one now 
sent out by the United States Bureau of Education. It is as fqilows: 


- A. PAYMENTS. 


i 


i 


1. EXPENSES [COST OK CONDUCTING SCHOOL SYSTEM). 


Other 

objects. 


( Expenses uf General Control (Overhead CiiAKors). 


1. Roarti ol education und secret ary 's oil ic e ; ? 

2. School elections and school census ", !!!!!!!!!!!. 

3. Finance olliees and accounts i- , . . " ! X !!!!”!." X ■ 

4. Legal services jX XX"!”XXX 

5. Operation and maintenance of oflico building X X ” ”.X X ! 

6. Oillces in charge of buildings and supplies 


7. Oflice of superiftlendeiit of. schools 

8. Enforcement of compulsory education and tnmney Jaws. . . 

9. Other e^peu*scs of geherul control \ 


Total. 


Schools and special activities. 
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A, PAYMENTS — Continued. 

I. EXPENSES {COST OF CONDUCTING SCHOOL 6Y8TEM)--Contlnued. 


I 


Schools and special activities. 


Total 


Day 

schools. 


Evening 

achooK 


Ele- 
men- 
tary, Second* Ele- 
Inelud- ary men- i * oona 
tary. 


Nor- 

mal 

school*. 


u Expenses or Maintenance of 
School Plant. 

37. Repair of buildings and upkeep 
♦ of grounds 

28. Repair and replacement of 

equipment 

29. Insurance - 

30. Other expenses of ma i nt en a n ce 

of school plant 


ing 

kinder- 
garten. 

“I 


(higl). 


ary. 


| 

Schools Spe- 

for the Special clal 
Indus- schools. octl?* 
tries, j Kies 


L 


31. 


Total 


Expenses or auxiliary 

AOENCIXS. 


33. Salaries 

33. Books 

34. Other expenses. 


FRO MOTION OF pEALTH. 


86. Salaries.. 

36. Other expense*. 


transportation of PUPTL3- 


87. Salaries.-. 

38. Other expenses.. 


89. Total 

^ Mtarxi-LAirtoua Expenses. 

40. Payments to private schools. . 

41. Payments to schools of other 

civil divisions. 

41 Care of children In Institutions 

43. Pensions 

44. Rent 

* 45. Other miscellaneous expenses.* 


Total. 


r 


II. OUTLAYS (CAPITAL ACQUISITION AND CONSTRUCTION). 





i 


I • 1 

48. New buildings. . . .. 








60. Equipment of new buildings ] 

l 







61. Equipment of ohl buildings, 

1 

r 





i • ■ 
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A. PAYMENTS— Continued. 

HI. OTHER PAYMENTS. 


63. Redemption of bonds. ..... 

54. Redemption of short-term loans 

55. Payment of warrants and orders of preceding year 

56. Payments to sinking funds 

57. Payments of interest 

58. Miscellanetpis payments, including [wyments to trust funds, t cxtbooks to be sold 

to pt'pils, etc 


59. Total. 


GO. Balanresat close of year at 

61. Total payments and balances.. . 



B. 


RECEIPT^. 


REVENUE RECEIPTS. 


$ 



62. Subventions and grants from State $. 

63. Subvention^ and grants from county 

64. &ubventions~and grafts from other civil divLdons 

65. Appropriations from city treasury 

66. General property taxes 

67. Business taxes (licenses, excise taxes, taxes on corporations* taxes on occupa- 

tions, etc. 

68. Poll taxes ‘ 

G9. Fines and penalties [.*’*'’*’*” ’ ’ * 

70. Rents and interest * 

71. Tuition and other fees from patrons. . , : ; 

72. Transfers from other districts in payment of tuition. 

73. All other revenue 


74. Total revenue receipts, 


N ft N It K V E N U K R ECEI PTS. 


75. Loans and bond sales g 

76. Warrants Issued and unpaid 

77. Sales of real property and proceeds of insurance adjustments 

78. Sales of equipment and supplies.. * 7 . 

79. Refund of payments. ; a 

80. Other nonrevenue receipts 

81 . Total nonrevenue receipts 

82. Total receipts 

83. Balances at beginning of year 

84. Total receipts and balances 


C. VALUE OF SCHOOL PROPERTIES. 


— 
Class of buildings. 


General control.. . 1 

Elementary schools 

Secondary schools 

Normal schools. .......... 

Schools for the industries. . 
Special schools 


Total value 
of sites, 
building*, 
and 

equipment. 


Value of 
sites and 
buildings. 


Value of 
equipment. 


Interest 
on value 
of school 
plant. 
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•A 


DEFINITIONS OF TERMS USED IN THE SCHEDULE FOR REPORTING TftE 
FISCAL STATISTICS OF CITIES. 


HEADINGS. 

Total. — Under this heading include the sum of all figures in the 
columns to the right, these columns to contain no duplicator 

Schools for. the industries, — Include only those schools which offer 
training in specific vocations. Do not include those schools in which 
instruction in hand trainings offered with a general educational aim, 
as, for example, the prevailing type of manual training high school. 

'Special schools, — Include schools for blind, deaf, feeble-minded^ 
delinquent^, dependents, etc. 

Special activities. — Include lectures, playgrounds, social centers, etc. 

ITEMS. 

School year. — Report data for the school year instead of the fiscal 
year when they conflict, if this is possible without) much additional 
labor. 

Net payments fid receipts only to be reported . — The receipts and 
payments to be reported must in all cases be net, i. e., the receipts 
must always show the total amounts received from all sources less^ 
any amounts received in error and later corrected by refund pay- 
ments; and' the payments must always show the total amounts paid 
for the different objects less any amounts paid in error and later 
corrected by refund receipts. 

EXPENSES. 

Item 6. Offices in charge oj buildings and supplies. — Divide this item 
into two parts when possible, placing upon the first dotted line 
expenses of “offices in charge of buildings, ^ including those having 
charge of the construction and maintenance of physical properties, 
such as superintendent of buildings, school architects, inspector of 
buildings, superintendent of repairs, and schoolhouse commission. 
Payments to special employees engaged exclusively on new work 
should be charged to outlays. Opposite “ offices in charge of supplies” 
upon the second line, report expenses of the offices of superintendent 
of supplies, business manager, or other officers whose duties are con- 
cerned with the purchase and distribution of supplies, 

Itetn*7. Office of, superiniendent oj schools. — Include all payments 
for salaries and expenses of the superintendent of schools and of 
those subordinate administrative officers whose duties are largely 
administrative and who are not primarily supervisors of ins true- 


FISCAL STATISTICS. 41 

tion, Buch as assistant superintendent and board of examiners. See 
Item 11. \ \ 

Item 8 . Enforcement of com pvlsory -education and truancg-la^s:^*- 
Include saTaries and office* expenses of truant officers and police 
officers detailed as truant officers if paid out of school fund. (Pig- 
ments for expenses of truant and parental schools should not be 
entered here, but’in column ^eaded “ Special schools.”) 

-'Item 11. Salaries of supervisors of grades and subjects . — Include 
salaries of assistant superintendents whose dutifs are mainly con- 
nected with the supervision oL4rfstruction and' of supervisors of 
- special) subjects and of grades, including- only those who devote 
half or more than half of their time to supervision. Include also 
the salaries of clerks of such officers. 

In case an employee renders service in more than one kind of school 
in the same capacity, as that of a supervisor, jirorate his salary, clerk 
Hire, and other expenses between the diff eYen^ kifkls. of schools ac- 
cording to the amoiyit of time devoted by jRHtoeach, charging the 
expense to the same account under each school. 

In case an employee performs one function in one kind of school 
and another function in another kind of school, as that of supervisor 
in the elementary schools and that of teacher in the secondary 
Qphools, charge his salary, clerk hire, and other expenses, to 'the 
accounts corresponding to the function to which he gives the major 
portion of his time (if his time is evenly divided, to the higher function, 
as supervisor) and to the kind of school' in which he exercises such 
function. 


Iteth 13 . Salaries of principals . — This iterrJ includes* supervising 
principals, principals of groups and districts, and principals of build- 
. ings or similar units, including only those persons devoting half or 
more than half of their time to administration and supervision of 
instruction. / . 

Item 15. Teachers . — Include all regular, special, and model teachers 
who devote more than half of their time to instruction. 

^ Item 16 . Textbooks . — Include only the payments for ftee textbooks 
furnished the pupils. The payments for textbooks purchased to sell 
to pupils should be reported under Item 58. 

Item 17. Supplies . -^Supplies are thoee things which vhen once used 
are actually or constructively consumed, including such items as writr 
ing paper, drawing paper, “blank books, pencils, pens, adhesives, fas- 
teners, carbon paper, rubber stamps, supplies for typewriter, and other 
mechanical office or school devices; magazines, newspapers, and other 
’ printed matter for current use; textbooks (for students, not purchased ‘ 
for library), test tubes, litmus paper, filter paper; polishing and 
abrading supplies; brdbms and scrub brushes; 1 drugs, chemicals, 
cleansers; laboratory supplies; wearing apparel; food supplies; flags ; 1 


.. ■ -* 
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recreational supplies, etc. Include also freight and cartage of such® 
items. Supplies used in instruction should be included under Item 
17; those used in operation of plant, under Item 24. See also defi- 
nition of ^pipment, Item 50. 

Item 18. Other expenses of irtstmotipn—lfiiosQ items include other 
uxpenses incident to instruction, as rent of halls for graduation exer- 
cises, diplomas, etc. 

Item 21. Fuel. — Include also freight, cartage, and Veighing charges. 
Item 24 . Janitor's supplies . — See Item 17. 

Item 27. Repair of buildings and upkeep ff grounds.— Include pay- 
ments for labor and materials incident to the repair of buildings, 
including painting, glazing, and of plumbing, lighting, heating, and 
ventilation equipment, and all payments for labor and materials inci- 
dent to keeping the grounds in normal condition. 

Jtem 28. Repairs and replacement of equipment. — For definition of 
equipment see Items 50 And 51. 

Items 82, 88, and 8f Library expense^.— Payments for these ex- 
' penses should be distributed according to the kind of school. Pay- 
ments by school authorities fo? the maintenance of ’libraries used 
principally by the general public and nbt exclusively by the schools 
should be reported under “special activities." " 

Items 85 and 86. Promotion of heqHh — Report all payments for 
general promotion. of health and distribute, them among the various 
kinds of schools and educational activities as far as possible. Among 
the expenses that should be distributed to the different kinds of 
schools and special activities are “supervisors of physical training, 
“care and upkeep of playgrounds," etc. Payments for office^of 
re and other overhead charges should be reported on the 
tor on separate sheet under proper heads, as “dime,” etc. 
tj Jfl and Payments to private schools and institutions. 
Jail payments by the school system to private schools and. 
institmions for tjie care and instruction of children in schools and 
institutions other than those belonging to the school system. These 
payments should be distributed as called for by the wording of the 
two lines, according to the kind of school or institution in which the 
children are kept; if in a day school or night school they should be 
given ip the columns for such schools; while il in an institution fur- 
nishing 1x>ard and clothing tlwy should be .jflaced in the column for 


Repof 


special schools. . ' V - 

Item 44. Rent.-^ Charges for rtnfc of offices used by the general 
administration should be reportetJTunder Item 8. 

Items 47-61. Outlays— Under “Outlays" report all payments for 
lands, new buildings, new equipment, additions to buildings, or 
extensive alterations that materially change and improve the build- 
\ ings, classifying these payments as oalled for th$se items. * Include < 








iiil 
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wit£ payments for land all costs of acquiring titlp, original grading, 
and improvements to the grounds, artesian (veils, etc. -Includo with 
payinonts for new buildings, architects' fees, advertising for contracts, 
payments, on contracts for construction, installation of plumbing, 
lighting, heating, and ventilation equipment, etc. 

All reports of payments for new equipn*nnt for general administra* 
tion offices and all reports of payments for the acquisition, construc- 
tion, or equipment of new buildings for tho generic aclnjinistration 
should be reported in a col]ygn marked “Administration*' on the 
margin or on an extra sheet. 

Items 50-51. Equipment . — All things other than buildings, fences, 
and similar structures whiclyare adapted to continuous use for 
increasing the efficiency or economy of human effort, including, 
motors, power-operated machinery and accessories, 'hand tools, 
clocks, pianos, window shades, laboratory apparatus, furniture and 
furnishings, desks, globes, maps, charts, and typewriters, blackboards, 
except ^hen included in contract for new building, wagons, harness, 
and other things used in transportation, fire-fightiilg apparatus, 
including hose, extinguishers, etc. (For convenience lighting, plumb- 
ing, heating, and ventilating equipment are considered as part of the 
building.) 

Item 58. Miscellaneous payments . — Include also any excess of the 
amount paid for supplies purchased for a storeroom over the amount 
issued on requisition, and expenses for school lunch rooms carried 00 
by school funds. 

RECEIPTS. 



Items 63-64* Subventions and grants . — Include all subventions and 
grants whether obtained from income from State funds, from leases of 
school lands, from appropriations, or from general property, business 
or poll taxes, or from fines and penalties. 

• Item 65 . Appropriations from city treasury , — School systems that 
are administered as departments of the city government will report 
after Itom 65 the aggregate appropriations from the city treasury 

• for tho use of school systems less any amounts that are derived from 
specific sources and are used exclusively for specific school purposos. 
These generally include amounts that for independent school districts 
would be reported after Inquiries 62, 63, 64, 71, 72, and in some cases, 
66. All amounts deducted as above directed from the aggregate 
appropriations should bo reported^ on theso lines as in tho case of 
independent school districts. 

Item 78. Sales of equipment and supplies.— Include receipts from 
sal 9 of textbooks and supplies to pupil3 ; r also any excess of the 
amount of supplies issued on requisition from a storeroom over the 
amount paid for supplies; also receipts from lunch rooms carried 
by school funds, from admission to public entertainments, etc. 


M 
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V ' 

DEFINITIONS OF FISCAL ITEMS*IN THE SCHEDULE FOR STATE SYSTEMS 
AND IN THE ABRIDGED FISCAL SCHEDULE FOR CITIES. 



The definitions of the items in the standard fiscal schedule for cities 
apply to the same items in the standard schedule for State systems 
and in the abridged city schedule, hut many of the items in the 
last two are combinations of one or more items in the first schedule. 
A table is given below-showing how this combination has been made. 
In order to ascertain the kinds of^expenses that should be charged 
to any itom in either of the last two schedules the definitions’ of all 
the items in the standard schedule which were combined in order to 
make t-hfe item should be consulted. Thus, to determine the ex- 
penses to be charged to Item 10 in the abridged schedule for cities, 
the definition for Items 22, 23, 24, and 25 in the standard schedule 
must be followed, as is indicated in the following table. Similarly, 
the expenses to bo charged to 2Sb in the State schedule are given 
in definitions of Items 21 to 25, inclusive. 


Table shouting manner of " telescoping " items of standard fiscal srficthtfr into items of 

other .schedules. 


State schedule. 


Abridged city schedule. , Mumlunl city Mhedule.* * 





27a 



2 ? 1 > 

27c 

28a 



[<> 


8 



15 

1 <> 

17 

.18 

20 






46 


REPORT /ON UNIFORM RECORDS AND REPORTS. 


Table showing manner of “telescoping” items of standard fiscal schedule into items of 
other schedules— Continued. 


Slate schedule. . 

Ahrltlpwl city srhfdulo. 

Stnmlyrtl chy i; 

« 




29 



30 

* G7 


31 

GS 


32 

G9 


33 

70 


34 

71 


35 

72 


3f> 

73 

# 

38 

•s 

*75 
1 76 

1 

• 39 

j 77 
178 


40 

f?9 

- 

(SO 


/ 

Progress in the field of school records and reports will be made pos- 
sible by the cooperation of superintendents throughout the United 
States with the Bureau* of Education and with tiff committee of this 
department, should such a committee be permanently appointed. 
The discussion of this committee and the forms which are submitted 
herewith have the advantage of having been fcrrmulated after a care- 
ful study of records and reports which are at present in uM in our 
various school systems. That they may be improved upon is fully 
realized by those who have contributed to the discussion and inves- 
tigation which has led to the formulation of this report. 

Payson Smith, Chairman. 
i George Dra?ton Strayer, Secretary. 

William H. Elson. 

” E. C. Warriner. 

Charles M/ Lamprev. 
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